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PURPOSE: The purpose of this General Order is to establish uniform procedures and guidelines for handling 
shoplifters arrested by merchants or merchants’ agents. 


GUIDELINES: Officers are to handle shoplifters and all evidence in cases of larceny or unlawful concealment in 
accordance with Virginia State Code and the following guidelines. 


PROCEDURES: 


A. Transporting 


1. 


2. 


The officer sent to a merchant's complaint of shoplifting will transport the arrested 
person to police headquarters if the officer determines existence of sufficient 
probable cause. 


The officer must ensure that the merchant is immediately following the officer to headquarters, and 
if necessary, transport that person as well. 


B. Documentation 


1. 


Whenever an officer handles an arrested shoplifter, the officer will complete an Incident Report 
(IBR), specifying the offense in accordance with IBR classifications (“Shoplifting” is not a proper 
IBR classification). 


The officer will check in Records Management to determine if the arrested person has a criminal 
record with any previous larceny convictions which would cause the new charge to be a third 
offense felony charge. 


C. Warrant 


1. 


If the arrested person is being charged with a misdemeanor, the officer can secure the warrant if 
the incident was filmed on the business’ surveillance camera, and the videotape can be taken as 
evidence. Otherwise, the merchant or agent 

of the merchant will secure the warrant. 


The person may be released at the scene on a misdemeanor summons, if the officer has ensured 
that the identification the person has provided is verified and the address provided is valid, and has 
confirmed via a warrant and criminal history check that the person is releasable. 


If the charge is a felony, the officer will secure the warrant, listing the merchant or agent as witness 
on the warrant, and ensure that the case file is properly completed and submitted. For a third 
offense petit larceny, a felony case file will be required only upon agreement of the Commonwealth 
Attorney’s Office regarding felony prosecution. 


D. Evidence 
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1. In a misdemeanor case, the officer will photograph shoplifted evidence and release it to the 
merchant or agent. 


a. The merchant or agent should also be photographed with the evidence that is being released. 


b. In accordance with State Code, the evidence release photograph must be marked with specific 
written information, provided under oath by the arresting or investigating officer. In order to 
comply with this code, any shoplifting evidence release photograph must have attached to it 
the adhesive PPD Form 97. This form must be completed with all noted information and 
notarized, as indicated on the form. 


c. The officer should advise the merchant of the importance of marking and storing the evidence 
in a safe and secure place to prevent any tampering with it before court. The officer is to 
advise the merchant that the evidence must be brought to court at the time of trial. 


2. Ifthe evidence is perishable, the price tag or any other manufacturer or store tag on the item is 
sufficient for court, as long as it has been personally marked by the merchant who can 
subsequently identify that marking in court. The officer is to advise the merchant that the tag from 
the perishable evidence must be brought to court at the time of trial. In a felony case, the officer 
will handle any such tag(s) in accordance with evidentiary procedures outlined in General Order 5- 
6. 


3. Ifa videotape from a business surveillance camera is retrieved to be used as evidence by the 
officer, it is to be handled in accordance with the procedures outlined in General Order 5-6 
regarding documentation and submission to Property & Evidence Unit. 


4. In any felony case, the officer retains responsibility for evidence handling. 
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